From: Marlinga, Richard

Cc: Lowe, Willard

Subject: FW: IMPORTANT UPDATE: Remote Work Requests (Sent to R5 Supervisors & Managers)
Date: Friday, February 18, 2022 12:48:58 PM

Attachments: Work Schedule Screen Shot.pdf

PPL Work Schedule Request.pdf
image001.png
Template e-mail to employees regarding Remote Work Applications.docx

Good afternoon Managers and Supervisors — Thank you of continuing to work through this
process as it evolves. Please note the change below highlighted in green.

This is a follow up to our previous communications about remote work applications. Some
concerns have been raised that members of management have been asking employees to do
more than what they are required to do as part of the AFGE/EPA Remote Work Article. Per
the Remote Work Article employees are required to:

1. Completely fill out the Remote Work Application, including clearly explaining:

a. “How the employee can perform all their duties as effectively from the
RWL as from the Official Agency Worksite” and

b. “An explanation of how approval of the request will not diminish the
agency’s ability to accomplish its mission and meet its operational goals.”

2. Completely fill out the Form 3181-8 Remote Work Safety Checklist
3. Provide their approved Work Schedule.

a. Employees should take a screen shot of approved schedule in PeoplePlus
(attachment Work Schedule Screen Shot). If employee does not have a
schedule in PeoplePlus, have employee submit a schedule request
(attachment PPL Work Schedule Request) .

4. Provide evidence of Telework Training

Per the Remote Work Article, supervisors are required to review the employees remote work
application and identifying any missing items in the request.
o If a supervisor receives a remote work request and it does not include the

information above, please use the attached template e-mail to ask the employee for
more information.

¢ Please do not communicate with your employee regarding the remote work
request, except through use of the attached template, without first discussing with
Bud Lowe, Scott Sharon, or Rick Marlinga. If bargaining unit employees have
questions regarding remote work, refer them to the negotiated Article or their union
representative.

o If a supervisor receives additional questions from their managers, HR, or the DRA,
they should answer the questions, without contacting or discussing the Remote
Work Application with the employee further. If the supervisory chain is unable to
answer the question, they should discuss with HR.

As previously communicated, supervisors should use the following procedures when they
receive a remote work request. A complete remote work request package must contain the
following documents:


mailto:marlinga.richard@epa.gov
mailto:Lowe.Willard@epa.gov
https://work.epa.gov/sites/default/files/2022-01/AFGE-Remote-Work-Article.pdf
https://work.epa.gov/sites/default/files/2022-02/3181-13.pdf
https://work.epa.gov/sites/default/files/2021-12/Remote-Work-Appendix-B-EPA-Form-3181-8.pdf

Log into PeoplePlus

Select Self Service — Time Reporting — View Time — Schedule Request History
Double click on Transaction Number to Open the schedule

Take a screen shot by holding down the ctrl & alt keys then print screen key

In a new word document, right click the mouse and select paste. Save as a PDF.

1.
2.
3.
4.
5.

Self Service — Time Reporting- View Time — Schedule Request History. Double click on
Transaction Number to open schedule.

View Schedules
Schedule Requests Search Criteria
Transaction Number
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MODULE 4.4: WORK SCHEDULES
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Work Schedule Request & Approval
Process

Complete and Approve work Assign work
submit work schedule schedule

schedule request request

Employee
« Complete a request when changing schedule types
« Complete a request when changing your compressed day off or
scheduled day off

\ _/
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EPA Schedule Types (1/4)

Schedule ID | Schedule | Timecard | Description
Name Type

EPAFO00 Full-time  Elapsed Ten 8-hour days per pay period, Monday
Default through Friday, with a 30 minute lunch
break, 8:00 a.m. to 4:30 p.m.
EPAFO1 Full-time  Flex Select arrival and departure times within a

Flexitour

flexible time band. Required 8 hours of
work per day, 40 hours of work per week,
and 80 hours of work per pay period.

EPAF02 Full-time  Flex The same rules as a Flexitour schedule
Gliding with the ability to establish differing arrival
Schedule and departure times for each day.
EPAFO03 Full-time  Flex Core requirement of 40 hours per week,
Variable with the ability to vary the hours worked on
Day a given workday within the week.
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EPA Schedule Types (2/4)

Schedule ID | Schedule | Timecard | Description
Name Type

EPAFO04 Full-time  Flex Basic work requirement of 80 hours per
Variable pay period with the ability to vary hours
Week worked per day or per week.

EPAFO06 Full-time  Flex Employees have the full 10-day period to
Flexible - meet their biweekly work requirement.
Maxiflex Each work day can vary in length from 5

hours (core hours) to up to 11.5 hours.
There is no fixed schedule.

EPAFO08 Full-time  Elapsed The employee works 10 hours per day, 4
Compres days per week, for a total of 80 hours per
sed Work pay period.

Schedule
— 4-Day
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EPA Schedule Types (4/4)

Schedule ID | Schedule | Timecard | Description
Name Type

EPAF09 Full-time  Elapsed The only Compressed Work Schedule
Compres (CWS) authorized at EPA. The employee
sed Work works eight 9-hour days and one 8-hour
Schedule day for one out of two weeks each pay
—5/4-9 period, and has one compressed, non-duty

day off in the other week of the pay period.
The specific compressed day may be
schedule for any workday during the pay
period. Supervisor approval is required to
change either the work hours or the
compressed day off.

schedule types available to you.
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EPA Schedule Types (4/4)

Other |ypes of EPA Schedules

 In addition to the full-time elapsed and flexible schedule
types, employees may also utilize part-time and phased
retiree schedules.

« Part-time schedules have the following standardization:
EPA EPAPXX. The last two characters represent the
schedule type (0-9).

 Phased retiree schedules have the following
standardization: EPARXX. The last two characters
represent the schedule type (0-9).

https://www.opm.gov/policy-data-oversight/pay-leave/work-schedules/
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Requesting a Schedule Change (1/5)

1. Selectthe EPA Employee Schedule Request link from the
PeoplePlus Main Menu via the following navigation:

Self Service > Time Reporting > Report Time > EPA Employee
Schedule Request

3V Main Menu

(/fm—\ Search Menu:
%
"

[ Time Repaorting EPA Employee Schedule Request] ]

Employee Work Code Favorites

Main Menu 0O  Self Service (J  Time Reporting 1 __Repori Time 5 Timesheet
. O View Time El  Absence Request
< Self Serv] (3 PeopleTools 3 .
‘ﬁ Navigate {0 yoarse e e T oI - ﬂ Motify - Cancel Approved Leave

o PeopleTools
J Enhance, deploy, and exiend PeopleSoft and non-PeopleSoft applications.
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Requesting a Schedule Change (2/5)

Employee Schedule Request
EmplD[ ]
Employee Type

Request Id 992900000

Schedule Details

Existing schedule

Day 1(Sun) 000
Day 2 (Mon) 2.00
Day 3 (Tue)  2.00
Day 4 (Wed) 8.00
Day 5 (Thu) 8.00

Day 6 (Fri) 8.00

Day 7 (Sat) 0.00

Day & (Sun}) 0.00
Day 8 (Mon)  3.00
Day 10 (Tue) 8.00
Day 11 (Wed) 8.00
Day 12 (Thu) 8.00
Day 13 (Fri) 8.00

Day 14 (Sat) 000

Current Schedule Group EPAFD0

Name EMPLOYEE1, Test
Workflow Status Mot Available

Request 02/28/17 2:11PM
Date/Time

Current 10/16/2016
Effdt

Current Schedule ID EPAFO0S00005

Week 1

Week 2

Future schedule

*Schedule Group
*Effective Date

Schedule ID

Day 1 (Sun)
Day 2 (Mon)
Day 3 (Tue)
Day 4 (Wed)
Day 5 (Thu)

Day 6 (Fri)
Day 7 (Sat)

Day & (Sun})
Day 9 (Mon)
Day 10 (Tue)
Day 11 (Wed)
Day 12 {Thu)
Day 13 (Fri}
Day 14 (Sat)

Department 0000005258
EPA Organizational Code WECADDDD

Job Standard Hours 80.00

2

EFAFOD EFA FT Default Schedule Grp
03052017 | | schedute Type Elapsed
NEW

‘Week 1
0.00
8.00
5.00
8.00
8.00
3.00
0.00

Week 2
0.00
5.00
8.00
5.00
8.00
8.00

0.00

9/15/2017
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Select the
magnifying glass
icons next to the
Schedule Group and
Effective Date fields
to choose a new
schedule type and
pay period start date
for your new
schedule.
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Requesting a Schedule Change (3/5)

Employee Schedule Request

EmplD[ ] Name EMPLOYEE1,Test Department 0000005258 3 . E nte I‘ WO I’kl n g h O LI I’S

Employee Type Workflow Status Mot Available EPA Organizational Code WECADDOD

Request Id 992900000 Dli;e?;.!est 0212817 2:11PM Job Standard Hours 20.00 for yo u r n eW
ate/Time
Schedule Details SCh ed u Ie ] N Ote ’
Existing schedule Future schedule
Current Schedule Group EPAFO0 Current 10/16/2016 *Schedule Group  [EPAFDO Q. EPAFT Default Schedule Grp h O u rS e nte red m u St

Effdt

*Effecti 03052017 Schedule T 1 1
Current Schedule ID EPAFD0S00005 Effective Date @ chedule Type Eiapsed fal I Wlth I n th e

Schedule ID __ NEW
—

Week 1 ‘Week 1 3 0 t f th
Day 1(Sun) 000 Day 1 (Sun) 0.00 req u I re m e n S O e
Day 2 (Mon)  8.00 Day 2 (Mon) | 2.00 h d I ty p
Day 3 (Tue)  2.00 Day 3 (Tue) 8.00 S C e u e e
Day 4 (Wed)  2.00 Day 4 (Wed) | 800 S e I e Cte d .
Day 5 (Thu) 200 Day 5 (Thu) 8.00
Day 6 (Fri) 8.00 Day 6 (Fri) 8.00
Day 7 (Sat)  0.00 Day 7 (Sat) 0.00)
Week 2 Week 2
Day 8(Sun)  0.00 Day 8 (Sun) 0.00
Day 8 (Mon)  3.00 Day 9 (Mon) 8.00
Day 10 (Tue)  2.00 Day 10 (Tue) 8.00
Day 11 (Wed)  8.00 Day 11 (Wed) 8.00
Day 12 (Thu)  2.00 Day 12 (Thu) 8.00
Day 13 (Fri) .00 Day 13 (Fri) 2.00
Day 14 (Sat) 0.00 Day 14 (Sat) 0.00
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Requesting a Schedule Change (4/5)

4. Select Save to save a draft of your schedule change request, or
select Submit for Approval if you are ready to submit the request.

Day 14 (Sat}  0.00

Comments

Save Submit for Approval 4
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Requesting a Schedule Change (5/5)

 Once your request is approved, you will receive an email notification
confirming approval and providing request detalils.

2 Reply E2Reply All S Forward G5IM

Wed 4/26/2017 %:16 AM

I

2 Schedule Request Approved forEmpIidlZl Request Id 56
() I

Retention Policy Inbox [Never) Expires MNever

Your schedule request has been approved.

Reguest Id: 56

Employee Id:

Employee Name: EMPLOYEES, Test
Request Status: Approved
Schedule Group: EPAROS

Effective Date: 2017-04-30

momeE Navigate to the schedule
o g s e | e request in PeoplePlus

Day 3: 5 Hours | Start Time: | End Time: . . . .
Day 4: 5 Hours | Start Time: | End Time:

T using the link in the email
Day 6: 0 Hours | Start Time: | End Time: .. -
Day 7: 0 Hours | Start Time: | End Time: notlflcatlon
Day : 0 Hours | Start Time: | End Time:
Day 9: 5 Hours | Start Time: | End Time:
Day 10: 5 Hours | Start Time: | End Time:
Day 11: 5 Hours | Start Time: | End Time:
Day 12: 5 Hours | Start Time: | End Time:
Day 13: 0 Hours | Start Time: | End Time:
Day 14: 0 Hours | Start Time: | End Time:

Please visit the following URL for detailed information about the request:
hittps://dcoppots16.cmii.epa.gov:8100/psp/ots92tst/EMPLOYEE/HRMS/c/ROLE EMPLOYEE.EPA SCH ROST.GBL?
Page=EPA SCH REQ&Action=U&TRANSACTION NBR=56
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Template e-mail to employees regarding Remote Work Applications:



[INSERT NAME],



I have reviewed your remote work application package and it is not complete.  



[INCLUDE ALL THAT APPLY]

1. Your attached Remote Work Application is not completely filled out.  Please complete [DESCRIBE SECTION NOT COMPLETE.]

1. Your Remote Work Application is required to include “How the employee can perform all their duties as effectively from the RWL as from the Official Agency Worksite.  Please provide this information as part of your application package. 

1. Your Remote Work Application is required to include “An explanation of how approval of the request will not diminish the agency’s ability to accomplish its mission and meet its operational goals.” Please provide this information as part of your application package.

1. Your Remote Work Application is required to include a completely filled out the Form 3181-8 Remote Work Safety Checklist.  Please provide a completely filled out 3181-8 form.  

1. Your Remote Work Application is required to include your approved Work Schedule. Please provide your approved Work Schedule.  

4. Employees should take a screen shot of approved schedule in PeoplePlus (attachment Work Schedule Screen Shot). If employee does not have a schedule in PeoplePlus, have employee submit a schedule request (attachment PPL Work Schedule Request) .

1. Your Remote Work Application is required to include evidence of Telework Training.  Please provide evidence of Telework Training.  




1. All as individually attached PDFs (this is a change from two merged PDFs):

o Remote Work Application

o Employee Position Description (PD) or detailed description of duties. HCB, Willard
(Bud) Lowe. may assist in obtaining PD (This is a new requirement)

o Routing Sheet Please note, the routing sheet is for Management Use Only. Do
not forward or share this routing sheet with your employees, as it is for
Management Use Only.

o Form 3181-8 Remote Work Safety Checklist

o Approved Work Schedule. Employees should take a screen shot of approved
schedule in PeoplePlus (attachment Work Schedule Screen Shot). If employee does
not have a schedule in PeoplePlus, have employee submit a schedule request
(attachment PPL Work Schedule Request)

o Evidence of Telework Training (discussed below in my January 31 email)

2. The HQ routing sheet does not have signature blocks for the Branch Manager and
Division Director like the R5 routing sheet did. We are asking supervisor to use the
below process for routing the competed remote work request package.

e Supervisor fills out and signs remote work routing Sheet. Please note, the
routing sheet is for Management Use Only. Do not forward or share this
routing sheet with your employees, as it is for Management Use Only.
Please use the Routing Sheet link, as HQ is updating this routing sheet nearly
every day.

e Supervisor signs the remote work application. Supervisor does not check the
box for approval/disapproval on the remote work application, as the DRA will
make that final determination.

e Supervisor sends e-mail to employee indicating “I have forwarded your remote
work application ot the next step in the review process.” (Required by article)

If you have any questions, please contact Willard “Bud” Lowe. Bud may be contacted at

(312) 353-2311 or lowe.willard@epa.gov.

Thank you.

Richand Manlinga (he/his)
Human Capital Officer

U.S. EPA, Region 5

77 W Jackson Blvd

RMD/HCO (MP-10J)


https://work.epa.gov/sites/default/files/2022-02/3181-13.pdf
https://usepa.sharepoint.com/sites/oarm_Work/OARM-RTP-Work/HRMD-Work/Liaisons/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents%2FRW%20Routing%20Sheet%2Epdf&parent=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents
https://work.epa.gov/sites/default/files/2021-12/Remote-Work-Appendix-B-EPA-Form-3181-8.pdf
https://usepa.sharepoint.com/sites/oarm_Work/OARM-RTP-Work/HRMD-Work/Liaisons/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents%2FRW%20Routing%20Sheet%2Epdf&parent=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents
mailto:lowe.willard@epa.gov
mailto:lowe.willard@epa.gov

Chicago, IL 60604

Email: marlinga.richard@epa.gov
Office: (312) 886-8963

Cell: (312) 597-1720

From: Marlinga, Richard <marlinga.richard@epa.gov>

Sent: Thursday, February 17, 2022 3:20 PM

Cc: Lowe, Willard <Lowe.Willard@epa.gov>

Subject: IMPORTANT UPDATE: Remote Work Requests (Sent to R5 Supervisors & Managers)

Good morning Managers and Supervisors,

This is a follow up to our previous communications about remote work applications. Some
concerns have been raised that members of management have been asking employees to do
more than what they are required to do as part of the AFGE/EPA Remote Work Article. Per
the Remote Work Article employees are required to:

1. Completely fill out the Remote Work Application, including clearly explaining:

a. “How the employee can perform all their duties as effectively from the
RWL as from the Official Agency Worksite” and

b. “An explanation of how approval of the request will not diminish the
agency’s ability to accomplish its mission and meet its operational goals.”

2. Completely fill out the Form 3181-8 Remote Work Safety Checklist
3. Provide their approved Work Schedule.

a. Employees should take a screen shot of approved schedule in PeoplePlus
(attachment Work Schedule Screen Shot). If employee does not have a
schedule in PeoplePlus, have employee submit a schedule request
(attachment PPL Work Schedule Request) .

4. Provide evidence of Telework Training

Per the Remote Work Article, supervisors are required to review the employees remote work
application and identifying any missing items in the request.
o If a supervisor receives a remote work request and it does not include the

information above, please use the attached template e-mail to ask the employee for
more information.

¢ Please do not communicate with your employee regarding the remote work
request, except through use of the attached template, without first discussing with
Bud Lowe, Scott Sharon, or Rick Marlinga. If bargaining unit employees have
questions regarding remote work, refer them to the negotiated Article or their union
representative.

o If a supervisor receives additional questions from their managers, HR, or the DRA,

they should answer the questions, without contacting or discussing the Remote
Work Application with the employee further. If the supervisory chain is unable to

answer the question, they should discuss with HR.

As previously communicated, supervisors should use the following procedures when they


mailto:marlinga.richard@epa.gov
https://work.epa.gov/sites/default/files/2022-01/AFGE-Remote-Work-Article.pdf
https://work.epa.gov/sites/default/files/2022-02/3181-13.pdf
https://work.epa.gov/sites/default/files/2021-12/Remote-Work-Appendix-B-EPA-Form-3181-8.pdf

receive a remote work request. A complete remote work request package must contain the
following documents:

1. All as individually attached PDFs (this is a change from two merged PDFs):

Remote Work Application
Employee Position Description (PD) or detailed description of duties. HCB, Willard

(Bud) Lowe. may assist in obtaining PD (This is a new requirement)

Routing Sheet Please note, the routing sheet is for Management Use Only. Do
not forward or share this routing sheet with your employees, as it is for
Management Use Only.

Form 3181-8 Remote Work Safety Checklist

Approved Work Schedule. Employees should take a screen shot of approved
schedule in PeoplePlus (attachment Work Schedule Screen Shot). If employee does
not have a schedule in PeoplePlus, have employee submit a schedule request
(attachment PPL Work Schedule Request)

Evidence of Telework Training (discussed below in my January 31 email)

2. The HQ routing sheet does not have signature blocks for the Branch Manager and
Division Director like the RS routing sheet did. We are asking supervisor to use the
below process for routing the competed remote work request package.

Supervisor fills out and signs remote work routing Sheet. Please note, the
routing sheet is for Management Use Only. Do not forward or share this
routing sheet with your employees, as it is for Management Use Only.
Please use the Routing Sheet link, as HQ is updating this routing sheet nearly
every day.

Supervisor signs the remote work application. Supervisor does not check the
box for approval/disapproval on the remote work application, as the DRA will
make that final determination.

Supervisor forwards complete remote work request package to the Division
Director (copy to Branch Manager) via e-mail.

For their situational awareness, Branch Manager reviews the
application/routing sheet and may ask any clarifying questions (of the
supervisor—not the employee) that may be needed. A positive response from
the Branch Manager is not required

Divison Director reviews the application/routing sheet, asks any clarifying
questions (of the supervisor—not the employee) that may be needed and
forwards the e-mail thread and complete remote work request package
including: remote work application, PD, and routing sheet, remote work safety
checklist, approved work schedule, and evidence of telework training) to HCB,
Willard (Bud) Lowe lowe.willard@epa.gov. Divison Director must cc the
supervisor (enables supervisor to follow up with employee; next step).
Supervisor sends e-mail to employee indicating “I have forwarded your remote
work application ot the next step in the review process.” (Required by article)

If you have any questions, please contact Willard “Bud” Lowe. Bud may be contacted at

(312) 353-2311 or lowe.willard@epa.gov.


https://work.epa.gov/sites/default/files/2022-02/3181-13.pdf
https://usepa.sharepoint.com/sites/oarm_Work/OARM-RTP-Work/HRMD-Work/Liaisons/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents%2FRW%20Routing%20Sheet%2Epdf&parent=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents
https://work.epa.gov/sites/default/files/2021-12/Remote-Work-Appendix-B-EPA-Form-3181-8.pdf
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Thank you.

Richand Manlinga (he/his)
Human Capital Officer

U.S. EPA, Region 5

77 W Jackson Blvd

RMD/HCO (MP-10))

Chicago, IL 60604

Email: marlinga.richard@epa.gov
Office: (312) 886-8963

Cell: (312) 597-1720

From: Marlinga, Richard <marlinga.richard @epa.gov>
Sent: Tuesday, February 8, 2022 16:17
Subject: FW: Remote Work Requests (Sent to R5 Supervisors & Managers)

Good afternoon Managers and Supervisors,

In an effort to streamline the collection of agency-wide Remote Work requests, the Remote
Work Advisory Board has implemented an agency-wide Routing Sheet. The routing sheet
should look familiar to R5 managers and supervisors as the R5 Remote work routing sheet
was used as a starting point for HQ. Please use the link to access the routing sheet as HQ may
continue to make updates. If you are not able to access the link a PDF copy is attached (HW
RW Routing Sheet). When accessing the routing sheet via the link, download the form which
will make it a fillable PDF file. Link to current telework and remote work forms for non-
bargaining unit employees and AFGE bargaining unit employee. Please use the following
procedures. A complete remote work request package must contain the following documents:

1. In one combined PDF file:
o Remote Work Application
o Employee Position Description (PD) or detailed description of duties. HCB, Willard
(Bud) Lowe. may assist in obtaining PD (This is a new requirement)
o Routing Sheet Please note, the routing sheet is for Management Use Only. Do
not forward or share this routing sheet with your employees, as it is for
Management Use Only.

2. In a separate attachment, Remote Work Safety Checklist, Approved Work
Schedule, and evidence of telework training:

e Form 3181-8 Remote Work Safety Checklist

e Approved Work Schedule. Employees should take a screen shot of approved
schedule in PeoplePlus (attachment Work Schedule Screen Shot). If employee
does not have a schedule in PeoplePlus, have employee submit a schedule
request (attachment PPL. Work Schedule Request) .

o Evidence of Telework Training (discussed below in my January 31 email)


mailto:marlinga.richard@epa.gov
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https://usepa.sharepoint.com/sites/oarm_Work/OARM-RTP-Work/HRMD-Work/Liaisons/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents%2FRW%20Routing%20Sheet%2Epdf&parent=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents
https://work.epa.gov/telework/telework-and-remote-work-forms
https://work.epa.gov/sites/default/files/2022-02/3181-13.pdf
https://usepa.sharepoint.com/sites/oarm_Work/OARM-RTP-Work/HRMD-Work/Liaisons/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents%2FRW%20Routing%20Sheet%2Epdf&parent=%2Fsites%2Foarm%5FWork%2FOARM%2DRTP%2DWork%2FHRMD%2DWork%2FLiaisons%2FShared%20Documents
https://work.epa.gov/sites/default/files/2021-12/Remote-Work-Appendix-B-EPA-Form-3181-8.pdf

3. The HQ routing sheet does not have signature blocks for the Branch Manager and
Division Director like the RS routing sheet did. We are asking supervisor to use the
below process for routing the competed remoter work request package.

Supervisor fills out and signs remote work routing Sheet. Please note, the attached
routing sheet is for Management Use Only. Do not forward or share this routing
sheet with your employees, as it is for Management Use Only.

Supervisor signs the remote work application. Supervisor does not check the box for
approval/disapproval on the remote work application, as the DRA will make that final
determination.

Supervisor forwards complete remote work request package to the Division Director
(copy to Branch Manager) via e-mail.

For their situational awareness, Branch Manager reviews the application/routing
sheet and may ask any clarifying questions that may be needed. A positive response
from the Branch Manager is not required

Divison Director reviews the application/routing sheet, asks any clarifying questions
that may be needed and forwards the e-mail thread and complete remote work
request package including: PDF number 1 (remote work application, PD, and routing
sheet), and PDF number 2 (remote work safety checklist, approved work schedule,
and evidence of telework training) to HCB, Willard (Bud) Lowe
lowe.willard@epa.gov. Divison Director must cc the supervisor (enables supervisor
to follow up with employee; next step).

Supervisor sends e-mail to employee indicating “I have forwarded your remote work
application ot the next step in the review process.” (Required by article)

If you have any questions, please contact Willard “Bud” Lowe. Bud may be contacted at

(312) 353-2311 or lowe.willard@epa.gov.

Thank you.

Richand Manlinga (he/his)
Human Capital Officer

U.S. EPA, Region 5

77 W Jackson Blvd

RMD/HCO (MP-10J)

Chicago, IL 60604

Email: marlinga.richard@epa.gov
Office: (312) 886-8963

Cell: (312) 597-1720

From: Marlinga, Richard <marlinga.richard@epa.gov>

Sent: Monday, January 31, 2022 2:25 PM

Cc: Lowe, Willard <Lowe.Willard@epa.gov>; Sharon, Scott <sharon.scott@epa.gov>
Subject: Remote Work Requests (Sent to R5 Supervisors & Managers)
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Good afternoon Managers and Supervisors,

In order to provide the best and most efficient customer service HCB is asking all required
supporting documents (approved work schedule, self-certification safety checklist, evidence of
telework training) and the completed Remote Work Routing Sheet (most recent version
attached) are submitted with Remote Work Applications. Additional guidance on
documentation of work schedules is provided below.

1
2.

Remote work Application

Approved Work Schedule. Employees should take a screen shot of approved schedule in
PeoplePlus. See attachment (Work Schedule Screen Shot). If employee does not have a
schedule in PeoplePlus, have employee submit a schedule request. See attachment (PPL
Work Schedule Request).

Bargaining unit employee fills out and signs Telework Self-Certification Safety Checklist.
Bargaining unit employee submits proper evidence of telework training.

a. Many bargaining unit employees have been teleworking for some time, they are
likely have a copy of their telework training certificate of completion. If they
need to take the Telework training (or are unable to find their certificate and/or
evidence of completion), they may go to FedTalent and enroll in telework training
(telework training enrollment is currently located top right of their FedTalent
home screen—see screenshot below).

Supervisor fills out and signs RS Remote Work Routing Sheet. Please note, the routing
sheet is for Management Use Only. Do not forward or share this routing sheet
with your employees, as it is for Management Use Only.

Supervisor signs the remote work application. Supervisor does not check the box for
approval/disapproval on the remote work application, as the DRA will make that final
determination.

Manager reviews and signs RS Remote Work Routing Sheet (this is a check to make
sure the information is accurate and that consistency issues across the various sections
in a branch are considered).

DD reviews and signs (further consistency/accuracy and an opportunity for the DD to
raise to the DRA anything they want/need to raise).

Supervisor sends the signed/completed RS Remote Work Routing Sheet and remote
work complete application materials (application, routing sheet, evidence of training,
work schedule, and safety checklist) to HR, Willard (Bud) Lowe lowe.willard@epa.gov.
Supervisor sends e-mail to employee indicating “I have forwarded your remote work
application to the next step in the review process.” (Required by article)


https://work.epa.gov/sites/default/files/2021-12/Telework-Appendix-B-EPA-Form-3181-3.pdf
https://work.epa.gov/training-and-development/fedtalent
mailto:lowe.willard@epa.gov

If you have questions, please contact Willard “Bud” Lowe. Bud may be contacted at (312)

353-2311 or lowe.willard@epa.gov.

Thank you.

Richand Manlinga (he/his)
Human Capital Officer

U.S. EPA, Region 5

77 W Jackson Blvd

RMD/HCO (MP-10J)

Chicago, IL 60604

Email: marlinga.richard@epa.gov
Office: (312) 886-8963

Cell: (312) 597-1720

From: Marlinga, Richard <marlinga.richard @epa.gov>

Sent: Saturday, January 22, 2022 3:09 PM

Cc: Sharon, Scott <sharon.scott@epa.gov>; Lowe, Willard <Lowe.Willard@epa.gov>
Subject: AFGE/EPA Telework and Remote Work Articles (Sent to R5 Supervisors & Managers)

Hello Managers and Supervisors — This e-mail is meant for Management Use Only. Please do not
forward or share this e-mail with your employees. As you all know, the agency has established new
policies for Telework (EPA Order 3110.32), Remote Work (EPA Order 3110.32A), and Work
Schedules (EPA Order 3162) for non-bargaining unit employees. Most AFGE bargaining unit
employees and supervisors of AFGE bargaining unit employees over the past week or so have had
the opportunity to attend the AFGE Future of Work joint training provided by EPA and AFGE. You can
read the AFGE/EPA Telework Article, AFGE/EPA Remote Work Article, and AFGE/EPA Work Schedule

Article at EPA@Work Policies and Agreements.

Although there is NO RUSH to get telework or remote work applications submitted, supervisors may
have already started to receive them. As a reminder, the last Future of Work mass mailer, indicated
return to the office start dates would be delayed and current dates for return to the office are:

e Political appointees, SES, SL ST, and Title 42 managers are now scheduled to begin their
reentry on February 28, 2022.

e Supervisors, managers, and other non-bargaining unit employees will begin their reentry on
March 28, 2022.

e Bargaining unit employees: TBD.

The below guidance is being provided to assist managers and supervisor in processing telework and
remote work applications. Please note, we are aware that several of the HQ forms are not set up for
easy electronic signature. We have asked HQ to fix that. If HQ doesn’t fix it in the next week or so,
we will locally. In the meantime, the forms can be filled out, printed to PDF, and then signed how
one would normally sign PDF documents.
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Additionally, if a division is interested in Scott Sharon or me attending one of their management
meetings to discuss questions about the telework/remote work applications/articles, please have
your deputy director contact me.

TELEWORK AGREEMENTS

It is expected that all teleworking bargaining unit employees will submit a new telework application
in accordance with the new AFGE/EPA Telework Article prior to a return to the office. Things to
consider;

e That the current Telework Application is submitted.

e That the current Telework Self-Certification Safety Checklist is submitted.
e That proper evidence of telework training is submitted.

o Many bargaining unit employees have been teleworking for some time, they are likely
have a copy of their telework training certificate of completion. If they need to take
the Telework training (or are unable to find their certificate and/or evidence of
completion), they may go to FedTalent and enroll in telework training (telework
training enroliment is currently located top right of their FedTalent home screen—see
screenshot below).

TELEWORK TRAINING

Both regular and situational telework may be selected on the same application form.

The desired schedule for after fully returning to the office should be entered in the Regular
Telework Schedule section of the application form. The last Future of Work mass mailer,
indicated return to the office start dates would be delayed and current dates for return to the
office for bargaining unit employees was: TBD.

The Telework forms should be signed and routed electronically through e-mail. If you
disapproves the application, you should return the form to the bargaining unit employee and
retain a copy for your records. If you approve the form electronically, you should provide a
copy to the bargaining unit employee and to your Administrative Officer (AO) for uploading in
the OneDrive SharePoint folder (more details below).

Division AOs and Deputies will continue to have full access to the Telework OneDrive
SharePoint folder and AOs will be responsible for uploading their Division telework
agreements.

INSTRUCTION FOR AQs

AOs should upload all approved applications to the OneDrive SharePoint folder in a new subfolder
“Yr 2022” using the file naming convention of LastName_FirstName TW. Please note the following:


https://work.epa.gov/sites/default/files/2022-01/AFGE-Telework-Article.pdf
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e The OneDrive SharePoint folder will not be used for medical telework or telework via
reasonable accommodation, do not upload these requests in the OneDrive.

e Medical telework requests should be forwarded to the servicing LER Specialist for your
Division/Program for processing and guidance. Approved medical telework
agreements will be maintained by the servicing LER Specialist for purposes of records
retention.

e Reasonable accommodation telework requests should be forwarded to the R5 LORAC
for processing and guidance. Approved reasonable accommodation telework
agreements will be secured and maintained by the R5 LORAC for purposes of records

retention.

e The OneDrive SharePoint folder will not be used for employees’ work schedule forms, do
not upload these forms in the OneDrive. Managers should maintain this form in their file.

REGIONAL TELEWORK COORDINATOR

Finally, please join me in congratulating Rosalind Freeman who has been selected to serve on a 180-
day detail to HQ's Labor & Employee Relations Division (LERD). During Rosalind’s absence, Willard
“Bud” Lowe will be stepping in as the R5 Telework Coordinator. Bud will be the point-of-contact for
guestions on telework and any access issues that may arise with the Telework OneDrive SharePoint
folder. Bud may be contacted at (312) 353-2311 or lowe.willard@epa.gov.

REMOTE WORK:

Supervisors may be receiving bargaining unit employees remote work applications in accordance
with the new Remote Work Article. The following process will be used.

e Bargaining unit employee fills out and signs their Remote Work Application.

e Approved Schedule, Section 2 of application, (HCB is looking into the easiest way to attach
approved schedule — More information to come).

e Bargaining unit employee fills out and signs Telework Self-Certification Safety Checklist.

e Bargaining unit employee submits proper evidence of telework training.

o Many bargaining unit employees have been teleworking for some time, they are likely
have a copy of their telework training certificate of completion. If they need to take
the Telework training (or are unable to find their certificate and/or evidence of
completion), they may go to FedTalent and enroll in telework training (telework
training enroliment is currently located top right of their FedTalent home screen—see

screenshot below).
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TELEWORK TRAINING

e Supervisor fills out and signs R5 Remote Work Routing Sheet (attached). Please note, the
attached routing sheet is for Management Use Only. Do not forward or share this routing
sheet with your employees, as it is for Management Use Only.

e Supervisor signs the remote work application. Supervisor does not check the box for
approval/disapproval on the remote work application, as the DRA will make that final
determination.

e Manager reviews and signs R5 Remote Work Routing Sheet (this is a check to make sure the
information is accurate and that consistency issues across the various sections in a branch are
considered).

e DD reviews and signs (further consistency/accuracy and an opportunity for the DD to raise to
the DRA anything they want/need to raise).

e Supervisor sends the signed/completed R5 Remote Work Routing Sheet and remote work
complete application materials (application, evidence of training, work schedule, and safety
checklist) to HR, Willard (Bud) Lowe lowe.willard@epa.gov.

e Supervisor sends e-mail to employee indicating “I have forwarded your remote work
application ot the next step in the review process.” (Required by article)

If after reviewing the article you have questions, please contact Willard “Bud” Lowe. Bud may be
contacted at (312) 353-2311 or lowe.willard@epa.gov.

Thank you.

Richand Manlinga (he/his)
Human Capital Officer

U.S. EPA, Region 5

77 W Jackson Blvd

RMD/HCO (MP-10))

Chicago, IL 60604

Email: marlinga.richard@epa.gov
Office: (312) 886-8963

Cell: (312) 597-1720
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